(From Workshop #1 — Secretarial Point Factor System and How to Differentiate Administrative Support Work and Administrative Staff Work)
JOB ANALYSIS PROCESS

| Job Analysis

| Determine If Administrative Support Work OR Administrative Staff Work |

| Administrative Support Work |

Administrative Staff Work |
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Performs work that supports an official or administrator;
Applies standard office techniques, practices and processes;
Disseminates information without interpretation;

Gathers data and formats information to be used by another
person to make decisions;

Compiles information such as budgetary figures, statistics,
production figures;

Monitors activities or expenditures and reports information to
administrator without recommendations;

Composes correspondence for an official or administrator
according to standard operating procedures;

Makes determinations of a recurrent nature within specific areas
of endeavor according to well-established parameters;
Makes decisions based on readily verifiable data and applies
information based on that data.

» Work requires regular use of independent judgment,
analysis, evaluation, creativity and consultation directed
to developing management policies and general
business operations;

> Recommendations, commitments, decisions and
conclusions are made involving agency policies and
procedures; special importance is placed on the
purpose of personal contacts;

» Decision-making is a key ingredient; studying problems
or conditions, arriving at alternative solutions and
selecting best option among the alternatives presented;

» Data elements are disparate, requiring reconciliation,
analysis, and arriving at feasible alternatives;

» May involve coordinating and monitoring administrative
activities, preparing narrative reports on policies and
procedures with recommendations for improvement,
preparing work flow charts, conducting efficiency, time

and cost studies.

NO, see

YES above/below

Yes YES
Specific Class Mixed Duties OR No Specific Class
Exists for Duties Exists For all Essential Job Duties

1. Use proper class.

2. Employee does not meet the Minimum
Qualifications (limited instances). Notify DSAPC
before proceeding.

Do any of the clerical, paraprofessional or related
class specifications describe the work performed by
the position?

Office Secretarial series; Office Clerk series;
Office Processing Clerk series;

Office Service Clerk series;

Office Supervisor/Office Manager classes;
Contract Svc Assistant series;

Claims Reviewer series;

Service Specialist/Supervisor series;
Paralegal series; Legal Secretary class;
Personnel Clerk/Associate series;

Statistical Assistant series:

1. Workis NOT
encompassed by any
specific class, (i.e. general
administrative liaisons for
an administration in large
agency; or legislative
liaison; or agency unique
functions).

* Evaluate position using
the position to position
comparison method {In
most cases this will be the
MD Manaoement

2. Mixed Duties Position: two or more areas
of work encompassed by a specific class:

* Evaluate each area of work/job
component in accordance with the job
evaluation standard used for that type of
work, (i.e. Personnel Point Factors,
Training Position Supplemental
Standards)

* Classify the position in administrative
class at the grade determining level under
the mixed duties evaluation method.
{Note, as a general rule, job component
should consume at least 20% of work time




Data Entry Operator series;

Agency unique clerical /paraprofessional classes.

Classification Factors}

to be considered significant; Mixed duties
only applies to non-supervisory positions.

| vEs |

| Function(s) Unique to Agency | Function(s) Cross Agency Lines

Apply appropriate Job Evaluation
Standards to determine proper class

Select similarly functioning Contact DSAPC &/or other agency for similarly
comparison position within agency | functioning position to be used for comparison.




